Differences to look for in MS Office 2003

Microsoft site documentation:

Microsoft does offer a document that compares Office 97, Office 2000, Office XP and Office 2003. This link is
updated often. http://www.microsoft.com/office/editions/prodinfo/compare.mspx. There are links for
demonstrations for the new product line.

Office 2003 Editions: Compare them to Previous Versions
See how upgrading to Office 2003 Editions can benefit you and your business. Compare the features and

benefits of Office 2003 Editions with your version in the following areas:
On This Page
+ Connecting People

.. Connecting Information

- Connecting Business Processes

Microsoft Office 2003 Product(s):
Outlook:
1. New Mail Desktop Alert: If Display a New Mail Desktop Alert is checked, you will receive a pop-up
showing who the sender is and the subject line. This will show up no matter what program you are
currently working in. If you do not want this feature, uncheck the box.

Advanced E-mail Options @

Save messages

Save unsent items in: | Drafts b

AutoSave unsenk every: |3 minutes

[J1n folders ather than the Inbox, save replies with ariginal message
Save Forwarded messages

Wihen new ikems arrive in my Inbox

Play a sound
[Jeriefly change the mouse cursor

Show an envelope icon in the notification area <

[¥]Display a Mew Mail Desktop Alert (default Inbox ok

’ Desktop Alert Settings. .. ] ‘J

When sending a message

Set importance: | Mormal v
Set sensitivity: | Mormal w
[IMessages expire after: days

[ Allow comma as address separatar

Automatic name checking

Delete meeting request From Inbox when responding

Suggest names while completing To, Cc, and Bee Fields

[] add properties to attachments o enable Reply with Changes

Ok ] ’ Cancel
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2. Naming Cache: If you have e-mailed someone, their address or other information such as ACF
identification can be cached. When you type their name, it automatically fills in the name. Potential
Problem: If a staff member has changed departments and their ACF id has been reassigned, the e-mail
can inadvertently be sent to the person with the ACF id even though the names shows the correct
recipient.

Options

Preferences | Mail Setup | Mail Format | Spelling | Security | Qther | Delegates

General

r

“i'|| [ |Empky the Deleted Ikems Folder upon exiting:

Make Cuklaok the defaulk prograrm For E-mail, Contacts, and
Calendar.

[ Mavigation Pane Opkions. .. ] [.ﬁ.dvanced Qptions., .,

Autorchive

S Manages mailbox size by deleting old items ar moving them to an
% archive file and by deleting expired items,

Aukodrchive, ..

Reading Pane

Cuskomize options For the Reading Pane.

Reading Pane...

Person Mames
t% Enable the Person Mames Smart Tag
[ Cisplay Presence Status in the From field

(0.4 l [ Cancel
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3. File View:  The file view is different, in that the personal folders and mailbox folders are visually
into a Favorites section where you can drag folders you often use into that section for fast access. One
of the new folders is Large Email. This folder will store larger than normal e-mails for easier
organization. Below you can see the Navigation Pane where you can add or remove features from the
Navigation Pane.

Favarite Folders

-] Inbox (42)

L3l Unread Mail (42}
| For Follow Up

L= Sent Ttems

All Mail Folders

= \E;,ff Mailbox - Bolen, Kelly
& Deleted Items (233)
L7 Drafts [1]
-] Inbox (42}
L@ Junk E-mail
[ Large Email
4| Outbox [1]
[ Quarankine
L= Sent Items
| kemp
[ Windows group
| ZenUsersiGroup
# [ Search Folders
# = Archive Folders
= £ Personal Folders
| Adron
[ Andy
|1 Angie
1 Barb
[ chris
[ CIo (1)
[ Citrix (18)
1 Citrix E-mails (250)
| Contracts
Ca DR
@ Deleted Items (13)
[ DELL
| Funny
[ Irw
3 115D
[ ITSD Central Office
[ Jerry
[ i
[ Kelly
|1 Ken
| Kewin
[ kids
3 kyle
1 Large Email
[ Mick
[ vy skuff
[ Mowvell
[ ocp
H [ Orders
[ Patchlink (12}
| Pete
1 Robyn
[ SABHRS
[ Security (&)
| Sent '

] Mail
_ﬁ Calendar

f-| Contacts

;ﬂ Tasks

o a7 =
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4. Cached Exchange Mode: By default this is checked. Users have experience issues with Outlook

locking up when this feature is on.
E-mail Accounts E|

Exchange Server Settings
Yol can enter the required infarmation to connect ta your Exchange server.

Tvpe the name of wour Microsoft Exchange Server computer, For information, see your
system administrator,

Micrasoft Exchange Server: |doaisd05203.state.mt.ads

[Juse Cached Exchange Made

Tvpe the name of the mailbox set up Far vou by your administrator, The mailbox nanme
is usually your user name,

User Mame: |Bolen Kelly

More Settings ...

5. Rules Wizard: This version gives the option of quickly creating a rule or advanced options. If you are in

the folder you would like the rule created for, that will pop up in the rule wizard when opened.
Create Rule [z|

wehen I get e-mail with all of the selected conditions

[ ]subject contains |wireless shuff |

[]sentka |me only w |

Do Ehe Following

[ | Display in the Mew Item alert window

[ |Play a selected sound: |'-.-'-.-'in|:||:uws %P N-:utiF';.f.w| [E [E]

[ Irowe e-mail to Falder: | | [ Select Folder... ]

[ Cancel ] [.ﬁ.glvann:ed Optin:nns...]
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6. Look up Features: Look for is a default option and you can search your inbox or other options by
typing in the word or phrase you are searching. There is a contacts search as well, type in a name or part
of the name and a search through the contacts will happen even if the global address book is your

default.
! Fle Edt “ew Go Tools  Actions  Help Type a question for help =
DadNew - | % K| e Reply 8 Reply ta Al Forward | gﬂSend,l'Regeive - | ;_B'pFi_nd | [ Buxbaum, Deb - | @ @ @ a

_| Look for: » Search In = Inbox Find Mow Clear Cplions = X |

7. Tools: Services is no longer an option on the tools menu. This has been split between E-mail Accounts,
Customize and Options.
Tools | Actions  Help

Send/Receive 3

I Find 3

[ Address Book..,  Chel+Shift+E
wf] | Crganize
Lﬁ Rules and Alerts., ..

Cuk of Office Assistant. .,

Mailboy: Cleanup...
.| fa]  Empty "Deleted Items" Folder

wall Recover Deleted Items. ..

Forms k
Macro k
Speech

E-mail fccounks, .,
Cuskomize...

Qpkions. ..

E-mail Scan Propetties. ..

Scan for Wiruses, .
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8. Mailbox Cleanup: Instead of deleting items from the Deleted or Sent folders, you can now clean
those folders up here as well as use Auto Archive. You can search for old e-mail or search by size. The
conflicts folder can be completely deleted.

Mailbox Cleanup E|

k,

@ ¥ou can use this bool bo manage the size of your mailbos,

¥ou can find tyvpes of items ko delete or move, emply the deleted
items Folder, or you can hawve Outlook transfer ikems o an archive
file.,

[ Wiew Mailbox Size. ..

© o OFinditems glder than | 9p | #
e
4

days

(*)Find items larger than | 250 kilabytes

-_"_% Clicking Autoarchive will move old ikems to the Autoarchive

archive file on this computer, You can Find
these items under Archive Folders in the Folder
lisk,

Empkying the deleted items folder permanently

| Ermpt
s deletes those items, =

[ View Deleted Items Size... ]

@ Delete all alkernate versions of items in wour

Delete
mailbo:, =

[ YWiew Conflicks Size. .. ]

Close
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9. Calendar Views: The calendar view, like the folder view has changed as well. You can see as
many as four months at a glance. There are two other viewing options as well, My Calendars, which
show each calendar you have and you can view all or none just by checking a box. Other Calendars
retains the calendars you have viewed in the past and you can easily view them side-by-side with your
own calendar by checking the box.

4 March 2006 3
SMTWTF S
12 3 4
56 78 91011

12130141516 17 18
192021 2223 24 25
262728 2930 31

april 2006
SMTW T FS

1
23456738
91011121314 15
161718192021 22
232425262728 29
30

May 2006
SMTWTF S

123 456
7 8 9101112 13
141516171519 20
212223242526 27
28293031

June 2006
SMTWTF 5
123
4 56 7 8 910
111213141516 17
16192021 2223 24
252627 28 29 30

My Calendars

Calendar
[] Calendar in Personal Folders
[ calendar in Archive Folders

Other Calendars

[] 0OA ITSD D55 CALEMDAR
[ wiseman, Peter

[ willis, &aran

[ wavruska, Trvin

[ kurtz, Chris

[ Fuller, Stuart

D DoA ITSD ResM Room 160
D DA ITSD ResM Room 216 (ITSD LISE
D DOA ITSD ResM Room 227
I:l DOA ITSD RESM Room 281
[ Coleman, Hunter

[ winegardrer, kKevin

[ poa 175D ResM Lpkpl

Cipen a Shared Calendar. ..
Share My Calendar. ..

<] Mail
_E Calendar

S| Contacts

;‘d Tasks

o (A=
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Microsoft Office 2003 Product(s):
Word/Excel:

1. Task Pane:  The task pane is a new addition that will generate when word, excel or power point are
opened. To remove this, click view on the tool menu and uncheck Task Pane. Some of the features are
Research and Search Results.

a. Research: You can perform searches without leaving the Microsoft product and opening

Internet Explorer to generate a search. So far, this only searches Microsoft sites. You can add
additional services. If the service will not add, you need to contact the provider and see if they

have any web service that can be used with Office.

b. Search Results: All results of your search are listed in the task pane and once you click on

a result, it is displayed in a new window.

c. Clipboard:  Any pasted or copied items will show up as well as a count. These items can be

dragged into a document, cleared or all selected and pasted into a document.

d. Shared Workspace: This integrates MS Office SharePoint Portal Server 2003 and enables staff

to access and share mformatlon both mternaIIy and externally

E Getting Started
T8 BificeOnline| e
[ Help
115 Office 2003 Differences .doc
e Sy . Search Results " Differences ta lagk far in M3 Office 2003, dac
| Clip Art wireless Client observations.dac
# et the latest news 4 |
*  Autornatically update, Research "Brint mare than ane copy” = ;EE:TING A WINDOWS ¥P SP2 CD.doc
Mare. .. Clipboard
[j Create a new document, .,

Mew Dacurment

Shared Warkspace
Document Updates

Pratect Document

Styles and Formatting

Reveal Formatting

Mail Merge

Open O ———
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2. Advance text features and language tools. There have been slow response times with this feature turned
on. To turn this feature off: Control panel select "Regional and Language Options™ Languages tab.

Régi'i:ihhl and Language Options e

.Hegin:-nal Elptin:nns;_j Languages | Advanced |

Tewt zervices and input languages

To view or change the languages and methods pou can use to enter
text, click Details.

Supplemental language support

kst languages are installed by default. Tao install additional languages.,
zelect the appropriate check box below,

[ Install fles for comples script and right-to-left languages (including
T hai]

[ ] Install fles for East Asian languages

[ Ok ][ Cancel ]
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3. Read Layout: This layout is similar to reading a book. This layout makes reading documents online

easier to view and read.

Screen 1 of 15

Differences to look for in MS Office 2003

Microsoft does offer a document that compares Qffice 97, Office
2000, Office XP and Office 2003. It looks like this link gets
updated often.

http//wwww.microsoft com/office/editions/prodinfo/compare mspx

Microsoft Office 2003 Product(s):
QOutlook:

1. New Mail Desktop Alert: If Display a New Mail Desktop
Alert is checked, vou will receive a pop-up showing who
the sender is and the subject line. This will show up no
matter what program vou are currentlv working in. If vou
do not want this feature, uncheck the box.

Screen 2 of 15

Advanced E-mail Options

Save Messages

Save unsent items in: | Drafts A

AuboSave unsent every: |3 minukes

[J1n folders other than the Inbox, save replies with original message
Save forwarded messages

When new ikems arrive in my Inbox

Play a sound
[ Briefly change the mouse cursar

Show an envelope icon in the notification area
[+]Display a Mew Mail Deskrop Alert (default Inboz only):

[ Deskbop Alert Settings. .. ]

Wwhen sending a message

Set importance: | Mormal

Set sensitivity: | Mormal

[IMessages expire after: days

[ Allows comma as address separator

Aukomatic name checking

Delete meeting request From Inbox when responding
Suggest names while completing To, <, and Boc fields

[ add properties to attachments to enable Reply with Changes

X

[ Ok l [ Cancel

l

4. Scenarios: Excel has a feature that will allow figures in a spreadsheet to be changed and show the

change results. Scenarios can be created, modified after creation or Excel can use a created scenario and

create a demo on what areas would change.

B3 Microsoft Excel - Book1

@_] File Edit Yiew Insett Format | Tools | Data  ‘Window Help
NS G PE| N e 7
: arial 10 - B I 4 Research... Alb+Click, b
A1 - A '(i) Error Checking... [
A | B | © | Speech |
; ! shared Wworkspace. ..
3 Share workbook. ..
4 Track Changes 3
% Compare and Merge Workbooks. .,
7 Protection 3
B Cnline Collaboration »
g
W Goal Seek. ..
11 SCEnarios. ..
| 12 | Formula Auditing »
13
14 Macro 3
15 add-Ins...
16 — )
7 o | AutoCorrect Options...
18 Cuskomize. ..
19 Options...
20

Doaitsd001\User\cx2163\Office2003\MS Office 2003 Differences.doc

10



My Places Bar:  The My Places bar appears along the left side of the Open and Save dialog boxes in

Office products. In Office 2003 it is possible to add custom locations to the bar. Go to File > Open > Tools

> Add to My Places.

G # (22892 on 'Doaitsd001i\User’ (1)

The location shown here
will be added.

@-aQXoeE-

-
B [CT)Bakch Files
\_-‘.,3 [ Benefits
My Recent [C3) Current Issues
Documents ) Dowrloads
) Example Files

f[ L) Governor's Award Programs
Deskiop @ Inskruckions

(L) Manuals

L2 Outlook,

',_/ @Personal Files

My Documents | |[C5)Registry Hacks
[C)Research

3! () Templakes
. ", [C2) Troubleshooting
My Computer E weh Pages
- | rodd ko My Places Bar,doc
.% @_]Add to My Places Bar,doc
My Metwork IE_]Fax Cover Sheet - Confidential Generic, dac
Places Im_]Fax Cover Sheet - Generic, doc

g
AN Manager Notes.doc i search...
) cutlonk Express Groups, do A Delets

IE_] Recydle Monkana, doc

Rename
lﬂ_]\-'olume License Product Ke: -

Prink

Del

Add ko "My Places”

Map Metwork Drive.,

Properties

File name: |

3

Files of type: |F\II word Documents (%, doc; *,daty *,hkm; * html; *,url; * vl Cancel

You may need to resize the dialog box in order to see the location that you added.

Open

)X

lookin: | 5 Czz892 on Doaltsd00linser (v} v @ (| @ X [y G - Tooks~

i (CZ)Batch Files

\_\5 (C)Benefits
Iy Recent () Current Issues
Dacuments BDownloads
[C)Example Files
[C)Governor's &ward Programs
Blnstructions
[CManuals
(L) 0utlonk
(C)Personal Files
My Documents | [C)Registry Hacks
CIResearch
- (L) Templates
W (C5) Troubleshooting

omputer |5 weh Pages

- Fay Cover Sheet - Confidential Generic.doc
.g B Fax Cover Sheet - Generic, doc
My Metwark IEI_]LAN Manager Motes, doc
F @_]Outlook Express Groups,doc
Y/ -

-

et

i
v I
2

fely

Inl

#necycle Montana,dac
lﬂ_]h'olume License Product Keys.doc

Czz892on  J File name: || 4 |
\ Doaitsd00L|U.,
vj Files of type: |AII Wword Documents (*.doc; *.dok; *.him; * html; *orl; * | [ Cancel l
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